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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Procedures for Canceling Defense Acquisition University (DAU)
Training

With decreasing resources and funds available for training, it is
imparative that students properly apply for and attend schadulad DAL training.
The failure to attend training or 1o cancel a reservation in a timely manner is costly
and considerad & “no-show”, The number of Army no-shows has continued to
increase over the pass several fiscal years, representing B percent of our allecalad
training seats. Effective immediately, the following pohcy/procedura will be
implemerted.

a. If a student cannot attend a DAL class for which they have a
resanvation, thay must cancel with the Army Registrar five warking days prior to
the start date of the class. Thig is the minimum time required to cancel the
registration, wentily, notify, and provide travel’per diem funding to an
appropriate substitute{s). Last-minute cancellations should only be caused by
trua ameargancies.

b. The Armny Registrar must receive the request to officially cancel the
student's reservation through the Army Training Requirements and Resourcas
Internatl Application System (AITAS) 1o prevent a no-show from being recorded.
The system may be accassed at hilps:fwww atrrs, army mil'channels/aitas).

¢, Supervisors are rasponsible for ensuring their parsonnel request
cancellation of DAL training in a timely manner and must approve the
cancellation reques! via AITAS. Verbal notification 1o the supenvisor or
Acguisition Career Manager does not canstitule a cancellation. Mission, uniess
axlremaly exceptional in nature, is not a valid reason for canceling less than five
calendar days prior to the star dale,

d, When a siudent is recorded as a no-show, & notifization will be sent to the
student and the supervisor requesting a justification. Justifications must be receivad
within 14-days of the nofification. If it is determined that a valid reason exisis for the
student no-show, sanctions will not be imposed against the student.



& “Mo-shows” will be denied registration in future offerings of the course
for a period of six months, following the occurrence,

f. A kst of all Army designated no-shows, by name, will be supplied to
the CommandersProgram Executive Officers, on a quarierly basis.

Fleasa direct all questions to Mr. Randall Williams. commercial
(703 BDS-1238, DSN 655-1238; or e-mail: randall williams @ us.army.mil,
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Lisutenant cneral G3
Direcior
Acquisition Career Management
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